OPERATIONAL SERVICES DIVISION
Job Aid:
How to Create a World Trade Organization (WTO) Intent to Post

This Job Aid shows how to:
Create a World Trade Organization (WTO) Notice of Intent to Post from an approved requisition in COMMBUYSS.

Of Special Note:

In compliance with the WTO’s Agreement on Government Procurement (AGP), departments seeking goods and
services including human and social services valued at more than $522,000 or construction valued at more than
$7,358,000 must post either:

a) Full Bid documents and materials for at least 40 days prior to the Bid Opening Date (in which case, please use
a different job aid titled How to Create a Bid Using a Requisition or How to Create a Bid From Scratch), or

b) An Intent to Post notice with a later amendment to add the full bid documents and materials for a
combined period of at least 40 days prior to the Bid Opening Date. This is a two-step process:

e As the first step, departments must create a bid record with the full bid title in the description field and
attach the Intent to Post notice as provided in Appendix 1. The title of such a bid record should not
include the words “announcement only,” because this field cannot be amended after bid publication.

o As the second step of the process, departments must amend the COMMBUY'S bid record and add the full
bid documents to it. A separate COMMBUYS bid record with the full bid documents may not be created.

Goods and services department bids with a total value of $522,000 or greater require a minimum of (40) days
advance notice pursuant to the WTO Treaty on Government Procurement.
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How to Create a World Trade Organization (WTO) Intent to Post

Screenshot Directions

‘‘‘‘‘‘‘‘ @ Step .1: Accessing the COMMBUYS
~|| Landing Page

COMMBUYS is the only official procurement record system for the Commonwealth of Massachusetts’ Executive NG
ook e g el sl vl \\sﬁc“ BUS/&& 1. Launch the COMMBUYS website by
i st i Fimgr o & R entering the URL

e 4 (https://www.commbuys.com) in the
B Wt A browser or by clicking on the
hyperlink COMMBUYS.

Job Aids for Vendors
Vendor Webcast Training

4, <
7, \>
Statewide Contract Index, Contract User Guides and Procurement Schedule 2 CIICk on the Orange Slgn In button in
UNSPSC Look-Up Tool for Buyers and Vendors:

UNSPSCLookUpTo the upper right hand corner.

UNSPSC Look-Up Tool Instructions

If you have any questions or concers contact the COMMBUYS Help Desk at COMMBUYS@state.ma.us or ring us
during normal business hours (8am - 5pm ET Monday - Friday) at 1-888-627-8283 or 617-720-3197.

Attention Vendors: 54 Newly posted bids - Week of 4/11 3. Enter your Login ID and Password
and click on the Sign In button.
Cor—

No Public Bulletins are currently published No Important Links are currently published

Welcome to COMMBUYS

Login ID

Password

Legin Assistance
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Step 2: Selecting the Requisition

COMMEUYS g Gt 0008
In the Recent Documents box, click on
- @;ém T 0 the blue hyperlink of the desired
- requisition.

Ll News Recent Documents

Date Category Titke Document # Type Description  Status Last Viewsd

NOTE: You may also locate the desired

J requisition by clicking on the green
Requisition(s) Ready for Purchasing
box in the top of the screen, or by clicking
on the green Req icon on the left side of
the page.

B

Step 3: Converting the Requisition to a Bid

Fiscal Your:
Aernate 10

B COMMELYS g s V[ o K The Requisition opens to the Summary
a Open Market Requisition RQ-17-1080-05D01-OSDEP-77734 Tawten WP Rendy e Perinarg tab' ScrOII to the bOttom Of the page and
- R . ==y click on the Convert to Bid button.

= | i

-

)

= s o

® =

o

Bikeo Address:

Attachments

Agency Files:
Agency rorms:
‘Vendor Files:

‘Vendor Forms.

teem Information «

Approval Paths

Sy bt

Comewrt 1o ¢ Comeart 1 PO Cancel Raqarton Oone kequaten et
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Message from webpage

i

'9/ Are you sure you want to convert this requisition to a bid?

Step 4: Confirming the Conversion

A pop up screen displays asking if you
are sure about the conversion. If so, click
on the OK button.

Open Market Bid BD-17-1080-05001-05DEP-8773

OK Cancel
Step 5: Opening the Bid
COMMEUYS FTTE - Do " . .
ST ﬂ i ¢ The requisition re-displays with a status of
Open Market Requisition RQ-17-1080-05D01-05DEP-77734 e m— 1 Gone to Bid, and the yellow System
Warning(s) box displays a blue hyperlink
— to the bid. Click on the blue hyperlink.
Step 6: Viewing the Bid Summary Page
COMMBUYS g ‘B CECNON 3

The Bid Summary page displays with
General Validation Errors identified in the
red box, and General Validations
Warnings identified in the yellow box. To
begin resolving these, click on the
General tab.
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Step 7: Completing the Bid General Tab

=4 COMMEUYS g

Open Market Bid BD-17-1080-05001-05DEP-8773

2]
g
B
®
b
g
D
g

o

oD @

s @ The Bid screen opens to the General tab
where any necessary updates can be
made. Fields that require completion
include:

e Available Date: Enter the date the bid
(solicitation) is made available to vendors
to submit quotes. Click the calendar icon

- to set the desired month, day, and time.

e Bulletin Desc.: Place the information
about the product or service being sought
in the bid into this field. NOTE: Do not
add “announcement only” or other
announcement-related information into
this field, because the Bulletin Description
cannot be amended after Bid publication.

e SBPP (Small Business Purchasing
Program) Eligible?: Select “Yes” if up to
$150K or “No” if over $150K or not
applicable.

e Description: By default this field will
include the information entered in the
Short Description of the associated
requisition. Revise this field to include the
full bid title and, if applicable, the internal
departmental document number (e.g.
FAC76). NOTE: Do not add
“announcement only” to the Bid title,
because the Bid Description cannot be
amended after bid publication.

e Type Code: Select one of the following:
o NS (Non-statewide
Solicitation)
o SH (Historical Solicitation)
o SS (Statewide Solicitation)

e Bid Opening Date: Enter the date the bid
will close and quotes can be opened for
viewing. Click on the calendar icon to set
the desired month, day, and time. This
date must be at least 40 days after the
Bid Available date.

When complete, click on the Save &
Continue button to save the information
entered on both sides of the General tab.
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Open Market Bid BD-17-1080-05001-05DEP-8773

PRp— ]

1 g e BT S0-CEDE-CEOETIT,

i g0

COMMEBUYS @ o ,n i DNCONOR )

Open Market Bid BD-17-1080-0OSD01-OSDEP-8773 v 01 brogrens B

Step 8: Reviewing the Items and Address
Tabs

1. Click on the Items tab.

2. Review to ensure all items were
imported from the Requisition.

NOTE: Items may be amended once the
full Bid materials are published.

3. Click on the Address tab and verify
the Ship-to and Bill-to addresses.

Open Market Bid BD-17-1080-05001-0SDEP-8773 stotu 281t progren [

A o A File 53 i st

[T

Step 9: Accessing the Attachments Tab

1. Click on the Attachments tab.

2. To add afile, click the Add File
button.

Add File

D W 1 e iy par Tor the fie St wil ajpear where. putcy e dre diprged B &
RTITETE ¥ 1 ISR AR 4 20,

Descripuon

P o ek e a5 ESLiS aparerteric chavacier, ipaced, and sgecl

Search File

St e B S s Contifnss Ririét Cancel & Ext

Step 10: Adding Files

1. Inthe Name field enter “Intent to
Post”. The Description field is
optional.

2. Click on the Browse button to select
afile. NOTE: This button is called
Choose File in Google Chrome.

3. You must select the Intent to Post
file that includes the verbiage in
Appendix 1 that is displayed at the
end of this job aid.

4. To add any additional files, click on
the Save & Continue button.

5. Repeat as necessary until all required
documents are added.

6. After file upload is complete, click on
the Save & Exit button.
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Step 11: Viewing the Attachment

Open Market Bid BD-17-1080-05001-05DEP-8773 Suav: 200 Progrons [

The Attachment Tab page displays the
attached file name after a file upload

Files
/ _ completes.

S & Contirnse Add Pl

Step 12: Completing the Notes Tab

n Mar uisiton RQ-17- . . P- prem ey
Open Market Requisition RQ I.'.l‘ 1'.?SHIO.D‘SITIID..SDENWT:‘??::I-'i.- 1 Cllck On the Notes tab
2. Enter any desired notes pertaining to
the bid. This is an internal note.
vl e 3. Click on the Save & Continue button
when done.
Step 13: Completing the Bidders Tab
Open Market Bid BD-17-1080-05D01-05DEP-8773 PR . )
— 1. Click on the Bidders tab.
mmmmmmm - 2. Bids that fall under the WTO

requirement are open bids. Click on
the Unrestricted bid radio button.

3. Click on the Save & Continue button.

4. If you want vendors to see your price,
""‘”‘**”-'"”"*”‘“‘“”*'“‘*-W“*"*"M“*“‘*W'H—I* e select the Show Unit Prices to

e —— Vendors checkbox, and ensure that
the Hide Bid Holder List on Vendor
Side checkbox is deselected.

5. To add Vendors to be notified of the
bid via email, click on the Lookup &
Add Vendors button.
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Lookup & Add Reference Vendors - Bid BD-17-1080-05D01-OSDEP-8773

Vendor Lookup =

SaarchUsing: L ofthecreria o

Browse by

(] mergency supptiers || Reterence vendor

UNSPSC Sagmant-Family
UNSPSCClass

UNSPSE Keyword
Disadvantaged Business Enterprise

DOSE Category

DUNS Numsaer

Environmentally Preferasle Produet

Lesbian, Gay, Bi

Missarity Gwmad Businass Encerprise

Pertuguese Dwned Business Enterprise

Frompt Pay Discount

Are you

Geopraphical Service Area in Masiachussets

Service Disabled Veteran Owned Business

Wamen Owred Business Enterprive

Business Structure

AGREEMENT AND TERMS OF USE FOR SELLERS

Business Type

Weneran Dweed Business Enterprise

Warman Nan-profit Srganization (W/NPY)

Frogram || Sman Business Purchasing Pregram

ABCDEFGHIJKLMNOPQRSTUVWXYZ

012345678910

Find It Clear

Srowl|Vendor Legal Name

Alvermare 10

-~
Not Certfied W
-~
Not Certfied W
This is the DUNS number assigned to my Business

~
No W

-~
MotCernfied W

~
Mot Cernfied W

~
Mot Certfied W
~
No W
~
No W

-~
Weszern Massachusens W

~
Mot Certfied v

-~
Mot Cernfied W

~
Scle Proprigtor W

Yes

~
Business Enterprise { for profit) ¥

~
Not Cerfied W

-~
Mot Certfied W

Clear

[ Find Vendors for All Commodity-EPPS on the Bid l Close Window

Copynght © 2016 Periscope Holdings, Inc. - All Righes Reserved

Step 14: Adding Vendors
1. Scroll to the bottom of the Lookup &
Add Vendors screen.

2. Click on the Find Vendors for All
Commodity-EPPs on the Bid button.
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Lookup & Add Reference Vendors - Bid BD-17-1080-05D01-05DEP-8773

Vendor Leokup «

......

L
0N
oI

OO e T
UMM Aepans e

bef 14
113458

N N

RS Ha

NEHETE W

Step 15: Selecting Vendors

1. To select vendors, click the checkbox
in the Select column of the desired
vendor row.

NOTE: If you would like to select all the
vendors displayed on this page to receive
email notification, select the checkbox at
the top of the Select column.

7

Message from webpage

— ——

L

P, -

Warning: All vendors have been selected for email notification. A
large quantity of vendors may take several minutes to process.

OK

J

Step 16: Saving the Vendors

1. If you have selected the checkbox at
the top of the Select column, a popup
message notifies that all vendors
have been selected.

2. Click on the OK button.

3. Click on the Save & Exit button at the
bottom of the screen to save your
selections.
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Step 17: Selecting Additional Vendors

Search Using:

Saarch Finkds:

Brwis b

Vendor Lookup =

ALL of the crineria o

Vander 10
Wemder Tax 1D
Wander Keywerd
TP Code

State

Emergency Suppliers| | Reference Vendor

UNSPSC Sagmant-Family
UNSPSCClass

UNSPSE Kmyward
Dissdvantaged Business Enterprise

BOBE Category

DUNS Numsaer

Environmentally Preferasle Produet

Lesbian, Gay, Bi Encarpri

Mingrity Owmed Businass Enterprive

Pertuguese Dwned Business Enterprise

Frompt Pay Discount

Are you

Geopraphical Service Area in Masiachussets

Service Disabled Veteran Owned Business

Wamen Owred Business Enterprive

AGREEMENT AND TERMS OF USE FOR SELLERS

Business Type

Weneran Dweed Business Enterprise

Wamen Non-prafit Organizasion (W/NPO)

Frogram || Sman Business Purchasing Pregram

ABCDEFGHI|JKLMNOPOQRSTUVWXYZ
B12345678910

Find It

Lookup & Add Reference Vendors - Bid BD-17-1080-05D01-OSDEP-8773

Find it Clear

el Vendor Legal Name

~
Mot Cerufied W
~
Mot Certfied W
This t5 the DUNS number assigned to my Business

~
No W

-~
NotCertfied W

~
Mot Cernfied W

~
Mot Certfied V'
~
No W
~
No W

-~
Weszern Massachusens W

~
NotCertfied W

-~
Mot Cernfied W

~
Scle Proprigtor W
Yes

~
Business Enterprise { for profit) W

~
Mot Cerufied W

-~
Not Certfied W

Clear

[ Find Vendors for All Commodity-EPPS on the Bid l Close Window

Copynght © 2016 Periscope Holdings, Inc. - All Righes Reserved

1.

Repeat Step 13 to add additional
vendors.

The Lookup & Add Vendors screen
allows you to search for vendors by
vendor characteristics such as vendor
name and ID or by entering all
relevant commodity codes to the
notification list then clicking the Find
It button.

Repeat Step 15 (mark check boxes)
to select additional vendors.
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Step 18: Completing the Questions Tab

If desired, click on the Questions tab. If
guestions are added click on the Save &
I e e Continue button.

Open Market Bid BD-17-1080-05D01-05DEP-8773 PRS-

Note: It is recommended that questions
NUABLE be populated as an attachment at the time
of publication of the full bid materials.

Note: The Amendments tab has no

functionality until after the bid is posted. It
is used only after bid is final and complete
and the actual bid solicitation is attached.

Step 19: Completing the Q&A Tab

Open Market Bid BD-17-1080-05D01-0SDEP-E773 s -l oo [

1. Click on the Q&A tab. If a dialogue
T with the vendor is desired, select the
Allow vendor to submit questions
checkbox.

Recommendation: Don’t enable the Q&A
functionality until after the publication
of the full Bid materials.

Save & Comonue Rirset

2. If you would like COMMBUYS to
notify you when a vendor submits a
guestion, select the Send
notification when vendor
submitting question checkbox.

3. If desired, you and/or the vendor can
enter a Question Subject and
Question into the respective fields,
and the other party can respond in the
Answer field.

4. If you wish to display the dialogue on
the Web, select the Show on Web
checkbox. The Show Original
Vendor Only checkbox is available if
appropriate.
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Step 20: Completing the Reminders Tab

Open Market Bid B0-17-1080-05001-05DEP-8773 ot bty [ 1. |If desired’ click the Reminders tab to

T S O GO N VYR T send a reminder to yourself or
another person internal to your
organization.

2. Use the calendar icon in the Due
] v Date field to select the date of the
reminder then enter your reminder
text in the Comment field.

3. Select yourself or another internal
recipient in the drop-down menu next
to the Remind Whom field.

4. If you would like to send a “tickler” or
pre-notification in advance of the
reminder, enter the number of days of
the pre-notification in the Days Prior
to Reminder field.

5. If you would like the reminder send
via email, select the Send Email
checkbox.

6. When complete, click the Save &
Continue button.

Step 21: Submitting for Approval

Fits g P 1. Click on the Summary tab to review
Far the bid information.

2. Scroll to the bottom of the page and

R— click the Submit for Approval button.

I oo LT |

UNIS Lot (DI

At e
A e R OR-DE0N JECIMTTTHE |
1] Uit e ) Tous Dzt e 1] T kmsre Tl o
K e i il i
Wi brd L

Wi Ty

it L]
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Step 22: Sending the Bid

Pre-Bid Approval Path:

Send Bid Actions

Once the Bid has been approved, the

e status shows Ready to Send. Return to

the Summary tab of the bid, scroll to the
bottom of the page and click on the Send
Bid button.

Step 23: Completing the Process

Click on the OK button to complete the
process. This will notify any vendor listed
on the bid as well as post the bid on
COMMBUYS for all vendors to search
and quote. This also changes the bid
status to Sent.

Step 24: Retrieving the Bid

COMMEUYS g

Requisitions)
1 Readyfor
Furchasing

News

223 AS BB

After posting the announcement, once the
full bid information (e.g. the Request for
Response document, final wording of the
bid Items, questions for the Questions

tab, etc.) is finalized and complete, select
the bid from the Recent Documents box

by clicking on the blue hyperlink or search
by clicking on the Bid Solicitations (RFX)
icon in the left column.

Step 25: Activating the Q&A Tab

Open Market Bid BD-17-1080-05D01-05DEP-8773

an 284 [

If the Q&A functionality was not
previously activated in Step 19, it can be
activated at this time.
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tisewr 288 30si B

Open Market Bid BD-17-1080-05D01-05DEP-8773

Creace B Amendean

Step 26: Creating a Bid Amendment
If an amended bid is required:

1. Click on the Amendments tab.

2. Click on the Create Bid Amendment
button.

COMMELYS @

A

Bid Amendment - Open Market Bid BD-17-1080-05001-0SDER-8772

———E— ]

L T L 1

Step 27: Accessing the Items Tab

On the Bid Amendments screen click on
the Items tab to modify the items.

[T

Bid Amendment - Open Market Bid BD-17-1080-05D01-05DEP-8773

[

#8100

Step 28: Amending Items

1. Onthe Items tab, you can amend the
print sequence, quantity, unit of
measure (UOM), unit cost, or cancel
an item(s).

2. If you make changes, click on the
Save & Continue button.

e ]

Save & Condire

Seaech Ireentiey Rems A e

Step 29: Inserting Bid Amendment
Attachments

On the Bid Amendments screen, click on
the Attachments tab if you need to add
an attachment. See Steps 9-11 on how to
add an attachment.
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Step 30: Viewing the Bid Attachment

i - i -17- - 4 d sues 285-5em |2 . .
Bid Amendment - Open Market Bid BD-17-1080-05D01-0SDEP-8773 1. The Bid Amendment screen dlsplays
o e beimell Gy BakoBd the addition of the complete bid
solicitation attachment.
Fil
= 2. Repeat Steps 9-11 to attach the list of
questions required from the vendor as
e o e part of the bid.
WTO Bid Artachment  [view details) Optional Description v O
IntenttoPost  (view datails) v ; Paul Martin M6 O
Save & Continue Add Fle
Step 31: Applying the Amendment
= COMMEUYS g Catalog, - A O @ @ @
P 5 Amendment - Open Market Bid BD-17-1080-05001-05DEP 8773 PR 1. Click on the Summary tab to review
o I the amended bid information,
e . including the addition of the new
B o
® attachment containing the completed
5 [ final Bid information
T e ] = 2. Click on the Apply Bid Amendment
B i button.
— e This will notify any vendor listed on the
bid of the amendment, as well as post it
T B e 1] | on COMMBUYS for all vendors to search
R and quote against.
v 3. These vendor names display as email
R === | recipients. Click on the OK button.
A Ao o e et

Clarrent O Optrasionsl Sarvices Dvision = | Deesmber 13, 59 KIK11 P 65T

Step 32: Viewing the Amendment

Lmprdmgred Aranmact len Lrardmathatn

The Summary screen displays the Bid
amendment(s) and the Bid status remains
as “Sent”.

IMWHNEAINA kem | | Qunony cunges from ™ 0000 1o 20" Aacreman Fig Crangen Maade | Fis WO B Arscrmaer’ Fig WIO Bid Ancrament’ sdced
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APPENDIX 1

World Trade Organization (WTO) Intent to Post Notice

Instructions: To create a WTO posting, Departments must create a Bid record with the full bid title in the
Description field. The Description field cannot be amended once the Bid is posted, so the Description field
should not contain the words “announcement only.” An attachment with the file name “IntentToPost” and the
following content (with appropriate customization) must be attached to the Bid.

This is an announcement only. [Department Name] of the Commonwealth of Massachusetts intends to post a
Bid for [scope description] and to require online Quote submission via COMMBUYS. Please do not contact the
Purchaser with questions about the anticipated Bid. Bidders are solely responsible to monitor this site for
amendments to this announcement, if any, and for the complete Bid posting, if any. Bidders may monitor the
site through publicly accessible search and browse tools, or through COMMBUYS email notification and record
tracking tools by ensuring the commodity codes associated with this record are included in the commodity
codes section of their COMMBUYS profile. Bidders may elect to subscribe to COMMBUYS immediately or wait
until they have reviewed the complete Bid posting including the RFR and its amendments, if any. Bidders who
elect to establish a COMMBUYS account must select the Register button on www.commbuys.com and complete
the online subscription process.
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